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INTRODUCTION 


This  bulletin  is  issued  for  the  purpose  of  giving  assistance  in  the  work  carried 
on  in  commercial  departments  and  high  schools  operating  under  the  Vocational 
Education  Act. 

The  courses  are  intended  to  be  suggestive,  but  are  not  authorized,  and  in 
some  cases  the  principal  and  advisory  committee  may  find  it  necessary  to  make 
changes  in  order  to  adapt  the  course  to  local  requirements. 

Commercial  departments  and  high  schools  operating  under  the  Vocational 
Education  Act  are  offering  a  course  covering  three  years  and  in  some  cases  four 
years.  In  smaller  schools  it  may  be  found  impracticable  to  give  more  than  a 
general  business  course.  In  larger  schools  it  may  be  deemed  advisable  to  offer 
other  courses,  such  as  a  Secretarial  Course  or  an  Accountancy  Course.  Conse¬ 
quently  outlines  for  these  courses  have  been  made,  showing  a  possible  time 
arrangement  as  well  as  the  subjects  to  be  taken  and  the  amount  to  be  covered 
in  each  year  of  a  four-year  course. 

Some  modifications  of  the  general  business  course  may  be  necessary  in 
those  schools  which  offer  a  course  of  three  years  only,  such  as  the  introduction 
of  book-keeping  in  the  first  year. 

Many  students  for  economic  and  other  reasons  leave  the  secondary  schools 
at  the  end  of  the  second  year.  It  has  been  thought  wise  to  prepare  a  course 
specially  adapted  to  the  needs  of  these  students  so  that  when  they  leave 
school  they  shall  have  had  sufficient  training  to  enable  them  to  earn  their  own 
living. 

Special  one-year  courses  have  also  been  prepared  for  students  who  have  suc¬ 
cessfully  completed  at  least  two  years  of  a  regular  high  school  course.  The 
opportunity  thus  afforded  should  prove  advantageous  to  those  who,  having 
spent  the  minimum  time  in  a  high  school,  wish  to  prepare  themselves  quickly 
for  wage  earning. 

This  bulletin  also  contains  a  list  of  the  obligatory  subjects  for  commercial 
courses  (Regulations  for  the  Establishment,  Organization  and  Management 
of  Vocational  Schools,  69A)  as  well  as  the  vocational  and  optional  subjects 
which  may  comprise  commercial  courses  (Reg.  69  B  5). 

In  organizing  any  courge  from  the  foregoing  groups,  not  more  than  eight 
subjects,  exclusive  of  physical  culture  and  optional  manual  training,  household 
science  and  household  arts,  may  be  taken  at  one  time.  Penmanship  and 
spelling  may  be  taken  as  the  equivalent  of  one  subject. 

The  instruction  provided  is  to  be  related  as  closely  as  possible  to  the  require¬ 
ments  of  modern  business  organization.  It  should  be  borne  in  mind  that  correct, 
spelling,  legible  penmanship,  accuracy  and  rapidity  in  business  arithmetic,  good 
English,  speed  and  accuracy  in  transcribing  shorthand  notes,  speed  and  taste  in 
typewriting,  and  neatness  and  correctness  in  book-keeping  are  some  of  the 
essentials  for  initial  success  in  business  positions. 
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COMMERCIAL  COURSES 

The  following  subjects  are  obligatory  on  each  student  taking  the  regular 
courses: 

1.  Physical  Training  and  Hygiene,  including  First  Aid. 

2.  English  Literature  and  oral  and  written  Composition,  including  essentials  of  Grammar. 

3.  History  and  Civics. 

4.  Economics. 

5.  Arithmetic. 

6.  Physiography. 

7.  Geography. 

8.  Spelling. 

9.  Penmanship. 

The  following  subjects  are  optional: 

1.  Science,  as  a  basis  for  the  study  of  Materials  of  Commerce. 

2.  Typewriting. 

3.  Stenography. 

4.  Book-keeping,  Accountancy  and  Business  Organization. 

5.  Business  Law. 

6.  Salesmanship,  Merchandising,  and  Advertising. 

7.  Business  Correspondence. 

8.  Office  Practice. 

9.  Banking  and  Exchange. 

10.  Commerce  and  Transportation. 

11.  Art. 

12.  Modern  Language. 

13.  Home  Economics. 

14.  Manual  Training. 

15.  Algebra. 

In  the  fourth  year  further  breadth  should  be  given  to  the  course  through: 

(i.)  Visits  to  local  industries. 

(ii.)  Public  lectures. 

(iii.)  A  thesis  on  commercial  and  industrial  products  and  processes. 

COURSES  OF  STUDY 

The  courses  given  below  have  been  suggested  to  meet  the  requirements 
of  business  and  are  classified  according  to  the  special  needs  of  business.  The 
subjects  of  study  are  listed  under  the  name  of  each  course  and  a  time  allotment 
is  suggested  for  the  guidance  of  Principals.  The  length  of  the  lesson  period  is 
(40)  forty  minutes  and  the  week  comprises  forty  (40)  teaching  periods.  Experi¬ 
ence  has  shown  that  the  time  arrangement  suggested  is  satisfactory.  An  adjust¬ 
ment  will  be  necessary  in  time-tables  based  upon  a  different  number  of  teaching 
periods  per  week. 

General  Commercial  Course 


First  Year 

Periods 

Second  Year 

Periods 

Per  week 

Per  Wee 

English  Literature,  I . 

English  Composition,  including 
Grammar,  I . 

3 

English  Literature,  II . 

3 

3 

English  Composition,  including  Cor¬ 
respondence,  II  and  I . 

o 

u 

Arithmetic,  including  Rapid  Cal- 

Commercial  Geographv . 

4 

culation,  I . 

5 

Spelling  and  Penmanship,  If . 

4 

Physiography . 

5 

Typewriting,  II . 

5 

Spelling  and  Penmanship,  I . 

4 

Stenography,  II . 

5 

Typewriting,  I . 

5 

Book-keeping,  including  Business 

Stenography,  I . 

5 

Law,  I . 

5 

Canadian  History  and  Civics . 

3 

British  History . 

4 

One  of  (i)  Art,  I . 

(ii)  Modern  Language,  I. .  .  . 

1  4 

One  of  (i)  Art,  II . > 

(ii)  Modern  Language,  II.. 

•  4 

(iii)  Household  Science,  I .  . , 

(iv)  Manual  Training . 

Physical  Culture . 

1 

o 

(iii)  Household  Science,  II.. 

(iv)  Manual  Training . J 

Physical  Culture . 

3 

6 


Third  Year  Periods 

Per  Week 

English  Literature,  III .  3 

English  Composition  and  Corres¬ 
pondence,  III .  3 

Arithmetic,  including  Rapid  Cal¬ 
culation,  II .  5 

General  Science,  1 .  4 

Stenography,  III .  5 

Book-keeping,  including  Business 

Law,  II .  6 

Office  Practice,  with  Practice  in 

Typewriting,  1 .  5 

Economics,  I  .  3 

Commercial  History,  1 .  3 

Physical  Culture .  3 


Fourth  Year  Periods 

Per  Week 

English  Literature,  IV .  3 

English  Composition,  including  Cor¬ 
respondence,  IV .  3 

Office  Practice,  including  Steno¬ 
graphy  and  Typewrriting,  II.  .  .  .  9 

Economics,  II .  3 

Commercial  History,  II .  3 

Money  and  Banking .  2 

Transportation .  4 

Salesmanship,  1 .  5 

General  Science,  11 .  5 

Physical  Culture .  3 


Where  a  modern  language  has  been  taken  in  the  first  two  years,  it  will  be 
necessary  to  continue  it  through  the  third  and  fourth  years,  in  which  case  any 
two  of  the  following  subjects:  Arithmetic,  Office  Practice,  Economics,  or  Commer¬ 
cial  History,  may  be  taken  each  for  a  half  year,  so  as  to  allow  the  necessary  time 
for  the  modern  language. 


Accountancy  Course 


First  Year  Periods 

Per  Week 

English  Literature,  I .  3 

English  Composition,  including 

Grammar,  1 .  3 

Arithmetic,  including  Rapid  Cal¬ 
culation,  1 .  5 

Physiography .  5 

Spelling  and  Penmanship,  I .  4 

Typewriting,  1 .  5 

Book-keeping,  1 .  5 

Canadian  History  and  Civics .  3 

One  of  (i)  Art,  I . \ 

(ii)  Modern  Language,  I ...  I  , 

(iii)  Household  Science,  I .  .  .  | 

(iv)  Manual  Training . ' 

Physical  Culture .  3 


Second  Year  Periods 

Per  Week 

English  Literature,  II .  3 

English  Composition,  including  Cor¬ 
respondence,  II.  and  I .  3 

Algebra,  1 .  5 

Commercial  Geography .  4 

Spelling  and  Penmanship,  II .  4 

Typewriting,  II .  5 

Book-keeping,  including  Business 

Law,  II .  5 

British  History .  4 

One  of  (i)  Art,  I . ^ 

(ii)  Modern  Language,  I ...  I  ^ 

(iii)  Household  Science,  I .  .  .  | 

(iv)  Manual  Training . ' 

Physical  Culture . 3 


Third  Year  Periods 

Per  Week 

English  Literature,  III .  3 

English  Composition,  including  Cor¬ 
respondence,  III  and  II .  3 

Mathematics,  III  and  II .  5 

Science,  1 .  5 

Book-keeping,  III .  5 

Office  Practice,  including  Type¬ 
writing,  1 .  7 

Economics,  1 .  3 

Commercial  History,  1 .  3 

Business  Law,  II .  3 

Physical  Culture .  3 


Fourth  Year  Periods 

Per  Week 

English  Literature,  IV .  3 

English  Composition,  including  Cor¬ 
respondence,  IV .  3 

Mathematics,  III,  IV .  5 

General  Science,  II .  5 

Accountancy,  III .  5 

Office  Practice,  including  Type¬ 
writing,  II .  7 

Economics,  II .  3 

Commercial  History,  II .  3 

Money  and  Banking/  Each  a  1  , 

Transportation  [half  year  j  '  '  ' 

Physical  Culture .  3 


Where  a  modern  language  has  been  taken  in  the  first  and  second  years,  it 
will  be  necessary  to  continue  it  through  the  third  and  fourth  years,  in  which  case 
any  two  of  the  following  subjects:  Office  Practice,  Economics,  Commercial  History 
or  Mathematics,  may  be  taken  each  for  a  half  year,  so  as  to  allowr  the  necessary 
time  for  the  modern  language. 


/ 


Secretarial  Course 


First  Year 

English  Literature,  I . 

English  Composition,  including 

Grammar,  I . 

Arithmetic,  I . 

Spelling  and  Writing,  I . 

Typewriting,  I . 

Stenography,  I . 

Canadian  History  and  Civics . 

Physiography . 

One  of  (i)  Art,  I . 

(ii)  Home  Economics,  I.... 

(iii)  Modern  Language,  I... 

(iv)  Manual  Training . 

Physical  Culture . 


Periods 
Per  Week 
3 

3 
5 

4 

5 
5 
3 
5 

1 


3 


Periods 

Second  Year  Per  Week 

English  Literature,  I .  3 

English  Composition,  including  Cor¬ 
respondence,  II  and  1 .  3 

Spelling  and  Writing,  II .  4 

Commercial  Geography .  4 

British  History .  4 

Book-keeping,  including  Business 

Law,  1 .  5 

Typewriting,  II .  5 

Stenography,  II .  5 

One  of  (i)  Art,  II . \ 

(ii)  Home  Economics,  II.  .  .  (  ^ 

(iii)  Modern  Language,  II.  .  . 

(iv)  Manual  Training . 

Physical  Culture .  3 


Periods 


Third  Year  Per  Week 

English  Literature,  I .  3 

English  Composition, including  Busi¬ 
ness  Correspondence,  III .  3 

Typewriting,  III .  5 

Stenography,  III .  5 

Arithmetic,  II .  5 

Spelling  and  Writing,  III .  4 

Office  Practice,  including  Business 

Law,  I  and  II .  5 

History  of  Commerce,  1 .  3 

One  of  (i)  Art,  I . ■ 

(ii)  Home  Economics,  I .  ^ 

(iii)  Modern  Language,  I.  .  .  . 

(iv)  Manual  Training . 

Physical  Culture .  3 


Periods 


Fourth  Year  Per  Week 

English  Literature,  IV .  3 

English  Composition, including  Busi¬ 
ness  Correspondence,  IV .  3 

Office  Practice,  II .  5 

Typewriting,  IV .  5 

Stenography,  IV .  5 

Economics,  II .  3 

History  of  Commerce,  II .  3 

Money  and  Banking/  Each  a  ^ 

Transportation  ]  half  year  ; 

Science,  1 .  5 

Physical  Culture .  3 


Modern  Language — -See  note  under  account¬ 
ancy  course. 


SPECIAL  ONE- YEAR  COURSE 

Students  to  be  eligible  for  this  course  must  have  completed  successfully 
at  least  two  years’  High  School  work  or  its  equivalent. 


Secretarial  Course 

Subject  Periods  Per  Week 

Spelling  and  Penmanship,  I  and  II .  4 

Typewriting,  I,  II,  and  III . 

Shorthand,  I  and  II ....  . . 

Book-keeping — Essentials  of  Course  I,  including  Business  Law .  5 

Office  Practice,  I .  3 

Economics,  1 .  3 

Rapid  Calculation,  III .  3 

English  Literature  and  - 

English  Composition,  to  include  Business  Correspondence,  III.  / . 

Physical  Culture .  3 


Accountancy  Course 

Subject  Periods  Per  Week 

Spelling  and  Penmanship,  I  and  II .  4 

Typewriting,  I  and  II .  7 

Book-keeping,  I  and  II .  7 

Business  Law,  I  and  II .  3 

Office  Practice,  I . .  3 

Economics,  1 .  3 

English  Literature  and  ^ 

English  Composition,  to  include  Business  Correspondence,  III./ . 

Arithmetic,  including  Rapid  Calculation .  3 

Physical  Culture .  3 


SPECIAL  TWO-YEAR  COURSE 


A  two-year  course  designed  to  meet  the  needs  of  students  who  will  leave 
school  at  the  end  of  the  second  year. 


First  Year 

Subject  Periods  Per  Week 

English  Literature,  I .  3 

English  Composition,  including  Grammar,  I .  3 

Spelling  and  Penmanship,  I .  4 

Arithmetic,  including  Rapid  Calculation,  1 .  5 

Canadian  History  and  Civics .  3 

Physiography .  4 

Stenograph}',  1 .  5 

Typewriting,  1 .  5 

Book-keeping,  1 .  5 

Physical  Culture .  3 


Second  Year 

Subject  Periods  Per  Week 

English  Literature,  II .  3 

Composition,  including  Business  Correspondence,  I  and  II . 3 

Spelling  and  Penmanship,  II .  4 

Commercial  Arithmetic  and  Rapid  Calculation,  II .  4 

British  Historv  W  ,  ,  „ 

Commercial  Geography J 

Office  Practice,  including  Business  Law,  I .  4 

Stenography,  II .  5 

Typewriting,  II .  5 

Book-keeping,  II .  5 

Physical  Culture .  3 


CERTIFICATES  AND  DIPLOMAS 


Certificates 

Certificates  may  be  granted  to  students  who  have  successfully  completed 
two  years  of  a  regular  commercial  course. 

Certificates  may  be  granted  students  successfully  completing  one  of  the 
special  courses  outlined  on  pages  7  and  8. 

Note: — Each  certificate  shall  specify  the  course  or  subjects  taken  and  the  length  of  the  course. 

Each  shall  be  signed  by  the  Principal  and  by  the  head  of  the  Department  or  the  teacher 
in  charge  of  the  course  in  which  the  certificate  is  granted. 


Diplomas 

Graduation  diplomas  may  be  granted  to  students  who  have  completed 
satisfactorily  a  course  of  at  least  three  years  in  the  commercial  department. 

Note: — Each  diploma  shall  specify  the  course  taken  and  the  length  of  the  course.  The  diploma 
shall  be  signed  by  the  Cha’rmanof  the  Board,  the  Chairman  of  the  Advisory  Committee 
and  by  the  Principal. 


Before  the  granting  of  certificates  or  diplomas  to  students,  the  Principal 
must  certify  that  the  conduct  and  the  attendance  of  the  students  receiving  them 
have  been  satisfactory. 

j 
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PHYSICAL  CULTURE 

BOYS 

Calisthenics  : 

1.  Dumb-bells,  wands,  clubs. 

2.  Apparatus,  horse-vaults,  feints,  circles; 

Mats — rolls,  dives,  handstands,  etc.; 

Parallel  Bars — rests,  sets,  walks,  vaults,  spreads; 

Horizontal  Bar — 'grasps,  rests,  circles,  underswings; 

Rings — hangs,  etc. 

Indoor  Games  : 

1.  Basketball,  indoor  baseball,  volley  ball. 

2.  Athletic  dances  and  drills. 

Outdoor  Athletics  : 

1.  Lacrosse,  soccer,  rugby,  hockey,  basketball,  single-stick  exercise,  baseball. 

Swimming: 

1.  Land  drill. 

2.  Practice  in  water  of  suitable  strokes,  etc. 

3.  Life-saving. 


GIRLS 

Calisthenics  : 

1.  Dumb-bells,  wands,  clubs. 

2.  Corrective  exercises  of  various  kinds — standing  on  mats,  hanging,  etc. 

Dancing  : 

1.  Basic  steps. 

2.  Rhythmical  balance  exercises. 

3.  Folk  dances. 

Indoor  Games  : 

1.  Group  games  (captain  ball,  all-up  relay,  follow-the-leader,  pass  ball,  etc.). 

2.  Athletic  games  (basketball,  baseball,  volley  ball). 

Outdoor  Athletics: 

1.  Basketball,  baseball,  volley  ball,  field  hockey,  ice  hockey,  etc. 

2.  Practice  in  suitable  track  events  for  Field  Day. 

Swimming  : 

1.  Land  drill. 

2.  Practice  in  water  of  suitable  strokes,  etc. 

3.  Life-saving. 

First  Aid  to  be  taken  with  Physical  Culture — All  Students 

1.  First  Aid  relief  for  fractures,  sprains,  etc.,  wounds,  hemorrhages,  burns 
and  scalds,  poisoning. 

2.  Artificial  respiration  in  case  of  asphyxia  or  drowning. 

3.  Practice  in  bandaging  and  carrying. 

Books  of  Reference 


Syllabus  of  Physical  Exercises  for  Public  Schools . $  .35 

Copp,  Clark  Co. 

.Physical  Training,  including  First  Aid.  James  W.  Barton,  M.D . 75 

Musson  Book  Co.,  Toronto. 

.Games  for  Playgrounds,  Classroom,  Home  and  Gymnasium.  James  H.  Bancroft .  1.50 

Macmillan  Co.,  Toronto. 

•At  Home  in  the  Water.  George  H.  Corsan . 25 

Association  Men's  Press, 

Handbook  of  Rhythmical  Balance  Exercises .  3.25 

Crannis  Press. 
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DETAILS  OF  THE  SUBJECTS  OF  STUDY 

ENGLISH 

Spelling 

I.  — Spelling,  pronunciation,  and  syllabication  of  words  in  common  use, 
of  geographical  names,  of  names  of  noted  persons,  of  well-known  and  of  local 
business  firms,  and  commercial  terms:  meaning  of  words  in  common  use.  The 
review  lists  of  the  Public  School  Speller  will  be  found  helpful.  Pupils  should  be 
given  frequent  opportunities  to  consult  a  standard  dictionary. 

II.  — First  year  course  continued.  Business  and  technical  expressions 
found  in  the  financial  and  editorial  columns  of  the  daily  papers,  business  bulletins 
and  pamphlets,  and  in  the  various  text  books  in  daily  use. 

Literature 

I.  and  II. — Intelligent  comprehension  and  oral  reading  by  the  pupils  of 
suitable  authors,  both  prose  and  poetry. 

Systematic  reading  by  pupils  of  the  texts  studied  in  class. 

Supplementary  reading  provided  by  the  pupils  themselves  or  supplied  from 
the  school,  public,  or  other  library. 

Memorization  and  recitation  of  choice  selections  in  prose  and  poetry  pre¬ 
scribed  by  the  Department  and  of  others  made  by  the  teacher. 

Note: — The  object  of  the  course  in  the  first  and  second  years  is  the  cultivation  of  a  taste  for 
good  literature,  not  by  minute  critical  study,  but  by  reading  at  home  and  in  school  aloud 
and  silently,  with  due  attention  to  the  meaning,  standard  authors  whose  works  will 
quicken  the  imagination  and  present  a  strong  element  of  interest.  Such  authors  should 
be  chiefly  narrative,  descriptive,  and  dramatic.  The  selection  of  the  works  to  be  read 
in  the  classes  of  the  Lower  School  rests  with  the  Principal,  who  should  be  guided  in  his 
selection  by  the  advice  of  the  teacher  of  English. 

III. — Intelligent  and  appreciative  study  of  suitable  authors,  both  prose 
and  poetry,  including  those  prescribed  for  the  Departmental  and  University 
examinations. 

Systematic  oral  reading  by  the  pupils  of  the  texts  studied  in  the  class. 

Supplementary  reading  provided  by  the  pupils  themselves  or  supplied  from 
the  school,  public,  or  other  library. 

Memorization  or  recitation  of  choice  selections  in  prose  and  poetry  prescribed 
by  the  Department  and  of  others  made  by  the  teacher. 

Note: — At  this  stage,  the  pupils  begin  to  appreciate  literature  as  such.  Besides  supplementary 
reading  of  the  same  character  as  that  taken  up  in  the  Lower  School,  other  works  of  a 
subjective  character  may  be  added.  The  purpose  and  the  spirit  of  the  author  and  the 
merits  of  his  thoughts  and  style  should  now  be  dealt  with  in  a  general  way;  his  defects 
should  not  be  emphasized.  The  chief  object  is  still  the  cultivation  of  a  taste  for  good 
literature,  and  the  authors  should  be  read  partly  in  class  and  partly  at  home,  both 
silently  and  aloud. 

IV.  — Intelligent  and  appreciative  study  of  suitable  authors,  both  prose  and 
poetry,  including  those  prescribed  for  the  Departmental  and  Matriculation 
examinations. 

Systematic  oral  reading  by  pupils  of  the  texts  studied  in  class. 

Supplementary  reading  provided  by  the  pupils  themselves  or  supplied  from 
the  school  and  the  public  library. 

Memorization  and  recitation  of  choice  selections  in  prose  and  poetry  pre¬ 
scribed  by  the  Department  and  of  others  made  by  the  teacher. 

Note: — At  this  stage,  the  pupils  should  be  able  to  read  literature  still  more  appreciatively,  but 
the  chief  object  continues  to  be  the  cultivation  of  a  taste  for  good  literature,  and  critical 
study  should  be  subordinated  thereto. 


Composition 

I. — Oral  and  written  composition;  elements  of  narration  and  description. 
Letter  writing. 

Oral  and  written  reproductions  or  abstracts. 

Class  debates. 

Systematic  and  careful  application  of  the  principles  of  good  English  to  the 
correction  of  mistakes  made  by  the  pupils  in  speaking  and  writing. 

Good  composition  in  all  written  work  should  be  demanded  by  every  teacher. 


Note: — 

1.  Actual  practice  in  oral  and  written  compositions  should  largely  predominate.  The 
main  principles  of  composition  (rhetoric)  should  be  learned  from  the  criticism  of  the 
compositions,  and  systematized  as  the  work  proceeds. 

2.  For  some  weeks  at  a  time  the  minute  study  of  the  English  literature  texts  may  be 
intermitted,  and  some  of  the  time  thus  set  free  devoted  to  English  Composition,  in  the 
teaching  of  which  the  supplementary  reading  might  be  utilized,  and  compositions 
might  be  written  in  the  class  under  the  supervision  of  the  teacher. 

3.  The  spelling  and  the  writing  of  the  compositions  and  other  written  exercises  should  be 
constantly  supervised.  In  the  oral  and  written  composition,  subjects  selected  from 
commercial  activities  should  occasionally  be  selected. 

II.— The  course  of  the  first  year  continued.  The  elements  of  exposition 
and  argumentation. 

The  study  of  models  in  prose  for  vocabulary  and  style. 

Debates. 

Ill  and  IV. — The  work  in  composition  for  the  third  and  fourth  years  is 
outlined  in  the  course  in  Business  Correspondence. 


Grammar 

I. — A  formal  course  for  one  year,  covering  the  general  principles  of  syntax 
and  etymology,  together  with  a  simple  account  of  the  development  of  the  lang¬ 
uage.  Aside  from  this  formal  course,  grammar  should  be  taken  as  a  part  of 
composition. 

1.  Parts  of  speech,  different  values  of  the  same  words  w  ith  double  function. 

2.  Sentences,  clauses,  and  phrases;  analysis. 

3.  Gender-nouns,  number  and  case  in  nouns  and  pronouns. 

4.  Comparison  of  adjectives;  articles. 

5.  Classification  of  verbs  according  to  (a)  meaning,  (b)  function;  comple¬ 
ments  and  objects. 

6.  Tense  forms,  subjunctive  verb  phrases  and  passive  verb  phrases,  agree¬ 
ment  of  subject  and  predicate. 

7.  Infinitives,  gerunds  and  participles. 

8.  Adverbs  having  peculiar  construction  or  derivation;  expletives. 

9.  Special  idiomatic  constructions. 

10.  Historical  outline. 


Books  of  Reference 


High  School  English  Grammar .  $  -45 

Ontario  High  School  Composition . 40 

Practical  English  for  High  Schools.  Lewis  and  Hosic .  1.25 

American  Book  Co. 

Vocational  English.  Bowlin .  L25 

Marsh,  Scott,  Foresman  &  Co. 
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BUSINESS  CORRESPONDENCE 

In  teaching  this  work  every  effort  should  be  made  to  avoid  the  memorization 
and  use  of  stereotyped  so-called  Business  English.  Business  Correspondence 
should  be  taken  in  the  Second,  Third,  and  Fourth  years. 

I.  — (a)  Oral  Work: 

1.  Oral  composition. 

2.  A  brief  review  of  the  principles  of  punctuation. 

(b)  Written  Work: 

1.  The  importance  of  business  correspondence. 

2.  A  study  of  model  business  letters  and  their  replies  to  establish 
the  characteristics  of  correct  letter  writing  practice. 

3.  Practice  in  writing: 

(a)  Letters  ordering  goods. 

(b)  Letters  acknowledging  receipt  of  goods. 

(c)  Letters  of  application. 

(d)  Letters  accompanying  remittances. 

(e)  Letters  of  introduction. 

(f)  Letters  of  recommendation. 

(g)  Letters  asking  favours. 

The  subject  matter  for  these  letters  should  be  taken  as  far  as  possible  from 
actual  business,  and  their  production  should  be  correlated  wfith  the  typewriting. 

II.  —  (a)  Oral  Composition : 

1.  Subjects  chosen  from  the  materials  of  commerce,  biographical, 
literary  and  other  sources. 

2.  Descriptions  of  manufacturing  processes. 

3.  Reports  of  public  meetings,  visits  to  local  industries  and  busi¬ 
ness  concerns. 

4.  Debates  and  public  speaking. 

5.  A  critical  study  of  prose  models. 

(b)  Practice  in  Writing; 

1.  Letters  asking  for  remittance. 

2.  Sales  letters. 

3.  Credit  letters  These  are  follow-up  letters  and  should  be 

4.  Collection  letters  j  correlated  with  the  filing. 

5.  Letters  of  complaint. 

(c)  Written  compositions  on  themes  taken  from  the  courses  in  Economics, 
Commercial  Geography,  History  of  Commerce,  Civics,  and  other  sources. 

(d)  Precis  writing  and  proof  reading. 

I I I .  — (a)  Oral  Composition : 

1.  A  critical  study  of  prose  models  continued. 

2.  Parliamentary  procedure  in  the  conduct  of  meetings. 

3.  Debating  and  Literary  Society  activities. 

4.  Practice  in  the  presentation  of  reports. 

5.  Oral  compositions  on  commercial,  industrial  and  other  themes. 
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(b)  Analysis  of  business  letters  continued. 

(c)  Practice  in  Writing: 

1.  Sales  letters. 

2.  Form  letters. 

3.  Circular  letters. 

4.  Letters  refusing  to  grant  requests. 

5.  Adjustment  letters. 

As  in  the  work  of  courses  I  and  II,  the  subject  matter  of  the  letters, 
as  far  as  possible,  should  be  taken  from  actual  business,  and  their  pro¬ 
duction  should  be  correlated  with  the  typewriting. 

(d)  Practice  in  dictating  letters. 

(e)  A  formal  thesis  involving  original  investigation.  The  subject 
selected  shall  be  related  to  commerce  and  shall  have  the  approval  of  the  head 
master  of  the  school. 


Books  of  Reference 


Canadian  Commercial  Correspondence  and  Business  Training.  Russell .  $1.50 

Macmillan  Co. 

Effective  Business  Letters.  Gardner .  2.50 

Ronald  Press  Co. 

Advanced  Dictation  and  Secretarial  Training.  Reigner .  1.50 

Rowe. 

Commercial  Letters.  John  B.  Opdvcke .  1.25 

Holt. 

Business  Correspondence,  Applied  English  and  Typewriting.  Warner . 75 

Commercial  Text  Book  Co. 

Business  Correspondence  and  Office  Practice.  W.  G.  Edward . 65 

Rverson  Press. 


HISTORY 

Canadian  History  and  Civics: 

Note: — 

(1)  Sections  III  and  VI  of  this  course  are  compulsory.  In  addition,  pupils  must  take 
either  Sections  I  and  II,  or  Sections  IV  and  V. 

(2)  The  course  in  Canadian  History  includes  the  geography  of  the  history  prescribed. 

I.  Discovery  and  Exploration: 

1.  The  marine  discoverers;  The  Norsemen,  Cabot,  Cartier,  etc. 

2.  The  opening  up  of  the  St.  Lawrence  Valley,  the  Great  Lakes, 
and  the  prairies  by  the  French;  Champlain,  Radisson,  Marquette, 
Joliet,  LaSalle,  LaVerendrye. 

3.  The  search  for  the  Northwest  Passage;  Frobisher,  Hudson, 
Hudson  Bay  Company,  Llearne,  Franklin,  Amundsen. 

4.  Fight  for  the  fur;  The  Northwest  Company,  Mackenzie, 
Fraser  and  Thompson,  early  exploration  of  the  Pacific  Coast. 
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II.  Settlement  and  Colonization: 

1.  The  story  of  the  French  settlements  in  Acadia  and  Canada; 
Where  the  settlers  came  from,  where  they  settled,  what  their 
difficulties  were,  why  the  colony  did  not  grow  faster. 

2.  Character  of  British  immigration  after  the  Conquest  of  1760. 

3.  The  Loyalist  immigration  into  the  Maritime  Provinces  and 
Upper  Canada;  its  significance. 

4.  Immigration  into  Ontario,  1791-1850;  various  elements  and 
where  they  settled. 

5.  The  first  settlements  in  the  West;  Red  River,  and  later  Van¬ 
couver  Island,  B.C.  Why  settlement  did  not  spread  there 
sooner. 

6.  The  opening  up  of  the  Great  West;  C.P.R.,  Immigration 
policy  of  the  Laurier  Government,  etc. 

III. '®  Development  in  the  Government  of  Canada: 

1.  Under  the  French. 

(a)  Company  Government. 

(b)  Royal  Government. 

2.  Under  Britain: 

(a)  1763-1791,  a  very  brief  treatment  without  details  of  the 
Quebec  Act. 

(b)  Representative  Government,  1792-1837. 

(i)  Division  of  Canada. 

(ii)  General  character  of  Government  without  details  of  the 
Constitutional  Act. 

(iii)  Grievances  of  the  people. 

(c)  Period  of  change: 

(i)  Rebellion  of  1837. 

(ii)  Work  of  Lord  Durham. 

(iii)  Union  of  Provinces  without  details  of  Union  Act. 

(iv)  Gradual  winning  of  responsible  Government  1841-1850. 

(v)  Settlement  of  questions  of  Clergy  Reserves  and  Seign- 
orial  Tenure. 

(vi)  Discontent  with  Union. 

(d)  Confederation. 

(i)  Events  and  conditions  leading  to  Confederation. 

(ii)  B.N.A.  Act  very  simply  explained. 

(iii)  Addition  of  other  provinces  and  territories. 

IV.  External  Relations  of  Canada. 

1.  The  wars  between  France  and  England  in  America— a  brief 
sketch  only. 

2.  Canada  and  the  American  Revolution. 

3.  The  War  of  1812-14. 

4.  The  Hundred  Years  of  Peace. 

(a)  Rush-Bagot  Agreement. 

(b)  Boundary  disputes. 

(c)  Occasional  strained  relations;  Trent  affair,  Fenian  Raids,  etc. 

(d)  Trade  negotiations;  tariffs,  reciprocity. 
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5.,  Our  relations  to  Great  Britain. 

(a)  Our  growing  autonomy. 

(b)  Our  part  in  the  Boer  War. 

(c)  Our  part  in  the  Great  War. 

(d)  The  Colonial  and  Imperial  Conferences. 

6.  Our  relations  to  the  world. 

(a)  Our  membership  in  the  League  of  Nations. 

(b)  Our  participation  in  the  International  Conferences. 

V.  Canada  Since  Confederation. 

1.  The  days  of  Sir  John  A.  Macdonald. 

2.  The  days  of  Sir  Wilfred  Laurier. 

3.  Canada  during  the  Great  War. 


VI.  The  Following  Elements  of  Canadian  Welfare: 

1.  Health:  A  study  of  the  following  agencies  that  promote  good 
health. 

(a)  Those  that  secure  for  us  pure  food,  exercise  and  cleanliness. 

(b)  Those  that  prevent  contagion. 

(c)  Those  that  restrict  the  use  of  drugs. 

(d)  Those  that  regulate  working  hours  and  conditions. 

2.  Education:  A  study  of  the  opportunities  for  education  and  of 
the  institutions  or  agencies  concerned  in  providing  or  fostering 

*.  educaticn. 

3.  Civic  Beauty:  A  study  of  civic  beauty  in  the  home,  the  school, 
the  street,  in  water-fronts,  in  parks,  in  architecture,  and  in  town 
planning. 

4.  Transportation  :  A  study  of  the  following  features  of  transporta¬ 
tion;  roads,  streets,  bridges,  waterways,  railroads,  electric 
railways. 

5.  Government:  Special  emphasis  on  municipal  government. 

Note: — The  aim  in  teaching  these  topics  in  Civics  should  be  threefold: 

(1)  To  interest  the  pupils  in  problems  of  civic  welfare. 

(2)  To  lead  them  to  gather,  with  the  help  of  the  teacher,  a  moderate  amount  of  information 
concerning  conditions  and  agencies,  especially  in  their  own  neighbourhoods. 

(3)  To  give  them  clear  ideas  concerning  government,  liberty,  rights  and  law,  and  to  create 
in  them  a  sense  of  personal  responsibility  for  the  welfare  of  the  community  and  the 
country. 


The  following  books  will  be  found  useful  for  supplementary  reading  on  the 
topics  of  the  course. 

'  Chronicles  of  Canada  (32  Vols.) . Glasgow,  Brook  &  Co. 

Makers  of  Canada  (12  Vols.) . Glasgow,  Brook  &  Co. 

(These  two  series  deal  with  almost  every  phase  of  Canadian  History.  The  first 
series  is  more  suitable  for  younger  pupils). 

>/  The  Works  of  Francis  Parkman  (12  Vols.) . Little,  Brown  &  Co. 

(The  French  Period). 

V/Edgar — The  Romance  of  Canadian  History . Macmillan 

(Excerpts  from  Parkman). 

\/  Roberts — History  of  Canada .  $1.50 

Macmillan. 

Laut — Pathfinders  of  the  West .  1.00 

Macmillan. 

-  Locke — When  Canada  was  New  France . 45 

Dent. 

/  Wallace — By  Star  and  Compass . 50 

Oxford  Press. 

Everyman’s  Literary  and  Historical  Atlas  of  America . 55 

Dent. 

V  Barnard — The  Teaching  of  Community  Civics . 25 

Bulletin  No.  23,  1915,  of  the  Linked  States  Bureau  of  Education. 
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British  History — 1688  to  Present  Time. 

9 

Note: — Sections  1,  2,  3,  4,  8,  and  1 1  are  obligatory.  Of  the  remaining  sections  either  5,  6,  and  7, 
or  9,  10,  and  12  shall  be  taken. 

The  following  are  the  details  of  the  course. 

I.  — Political  Developments  1688  to  date: 

The  Bill  of  Rights;  the  significance  of  the  Revolution  of  1688;  Origin 
and  development  of  parties  and  party  government. 

Brief  biographical  sketches  of  the  Great  Prime  Ministers;  Walpole, 
Pitt,  Jr.,  Grey,  Russell,  Melbourne,  Peel,  Palmerston,  Gladstone,  Disraeli, 
Salisbury,  Balfour,  Asquith,  Lloyd  George. 

Extension  of  the  Franchise;  The  Reform  Bills  of  1832,  1867,  1884, 
1618,  etc. 

Restriction  of  the  powers  of  the  House  of  Lords. 

II.  — The  American  Revolution. 

III.  — The  French  Revolution;  the  War  with  France,  1 793-1802 ;  The  Struggle 
with  Napoleon. 

IV.  — The  Development  of  the  British  Empire  in  Territory  and  in  Govern¬ 
ment. 

V.  — Literature. 

VI.  — Education  in  the  Nineteenth  and  Twentieth  Centuries. 

VII.  — Religion  and  Social  Life. 

VII I. — Ireland. 

IX.  — External  Relations,  Including  Brief  Study  of  the  Nations  Concerned. 

X.  — The  British  Navy.  The  Place  of  Sea-power  in  the  Development  and 
Maintenance  of  the  British  Empire. 

XI.  — The  Great  War,  especially  the  part  played  by  the  British  Empire. 

XII.  — The  League  of  Nations. 


Books  of  Reference 

The  following  books  will  be  found  useful  for  supplementary  reading  on  the 
topics  of  the  course. 

Mowat — A  New  History  of  Great  Britain  (Parts  II  and  III) . Oxford  Press 

Gardiner — A  Student’s  History  of  England,  Longman’s,  (or  Part  III,  which  deals  with  the  period 

1689-1919). 

McCarthy — England  in  the  Nineteenth  Century  (2  Vols.) . Putnam 

Trevelyan — British  History  in  the  Nineteenth  Century . Longmans 

Bell’s  English  History  Source  Books  (Vols.  VII-XI — 1714-1887) . G.  Bell  &  Sons 

Kendall — Source  Book  of  English  History . Macmillan 

Piers  Plowman  Social  and  Economic  Histories  (Vols.  V,  VI,  VII) .  .  .George  Philip  &  Son,  London 

Hamilton — How  the  F  ight  Was  Won . Ontario  Department  of  Education 

Everyman’s  Literary  and  Historical  Atlas  of  Europe . Dent 

Philip’s  Junior  Historical  Atlas.  .  .  ; . George  Philip  &  Son 
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HISTORY  OF  COMMERCE 


I. — 1.  How  Commerce  arises  and  the  factors  that  influence  commerce. 

2.  A  brief  survey  of  World  Commerce  (ancient  and  mediaeval) 
to  1492: 

(a)  The  Commerce  of  ancient  China,  Phoenicia,  Egypt,  Greece, 
Carthage,  Rome. 

(b)  Barbarian  invasions,  revival  of  Commerce,  the  Mediter¬ 
ranean  and  North  Sea  highways,  English  industry  and  commerce. 

3.  The  growth  of  Commerce  on  the  American  Continent:  Canada, 
United  States,  South  America. 

II. — 1.  Review  of  the  third  year  course  with  Mediaeval  History  in 
greater  detail. 

2.  Modern  Commerce: 

(a)  The  struggle  for  commercial  supremacy  in  Asia  and  in 
America. 

(b)  English  Commerce  and  Industry  from  1500  to  1775. 

(c)  European  Commerce. 

(d)  The  Industrial  Revolution. 

(e)  Commerce  and  Coal. 

(f)  Electrical  Power  and  Commerce. 

(g)  British  Commerce  and  Industrial  Conditions  from  1775 
to  the  present. 


Books  of  Reference 

History  of  Commerce.  Clive  Day .  $2.25 

Longmans,  Green  &  Co. 

Principles  of  Commercial  History.  Pitman,  Jas.  Stephenson .  2.25 

Commercial  Text  Book  Co. 

History  of  Commerce  in  Europe.  Giblins . 90 

Macmillan  Co. 

The  Romance  of  Commerce.  H.  Gordon  Selfridge .  5.00 

John  Lane,  London,  The  Bodley  Head.  i 

BUSINESS  ARITHMETIC 


I.  — Elementary  work  reviewed. 

Vulgar  fractions,  decimal  fractions,  practical  measurements,  percentage, 
trade  discount,  profit  and  loss,  commission,  insurance,  taxes,  simple  interest, 
duties  and  customs,  bank  discount,  storage,  marking  goods,  square  root.  Men¬ 
suration — the  square,  the  triangle,  and  the  circle. 

Regular  practice  in  rapid  calculation — exercises  to  cover  the  four  simple 
rules,  extensions  of  bills  and  invoices,  percentage,  interest  and  discount,  exchange 
and  commission. 

II.  — Review  of  the  work  of  Course  I. 

Money  systems  of  other  nations,  duties  and  customs,  depreciation,  cost¬ 
keeping,  partnership,  compound  interest,  present  worth,  true  discount,  exchange, 
stocks. 

Regular  practice  in  rapid  calculation  continued. 


18 


III.  — Review  and  extension  of  work  of  Course  II. 

Stocks,  partnership,  partial  payments,  equation  of  payments,  compound 
interest,  exchange,  mortgages.  The  use  of  compound  interest  tables. 

IV.  — Review  of  the  third  year  work  in  compound  interest,  present  worth, 
logarithms,  repayment  of  loans,  annuities,  sinking  funds,  interest  tables. 

Books  of  Reference 


High  School  Arithmetic .  $  .45 

Smith’s  Arithmetic  of  Business.  Lyons  and  Carnahan .  1.10 


ALGEBRA 

(Accountancy  Course) 

I.  — Elementary  operations:  addition,  subtraction,  multiplication,  division; 
commercial  graphs;  factoring,  H.C.F.  and  L.C.M;  fractions,  simple  equations  of 
one,  two,  and  three  unknowns.  Problems. 

II.  — Course  I  continued.  Fractional  equations,  simple  graphs,  square  root, 
quadratic  surds,  quadratic  equations,  solution  of  quadratics,  simultaneous 
quadratics,  indices,  problems. 

III.  — Course  II  continued. 

Simple  ratio  and  proportion.  Indices,  expansion  of  binomials,  logarithms, 
arithmetic,  and  geometric  progressions,  compound  interest,  annuities,  deprecia¬ 
tion,  bond  valuation,  sinking  funds,  use  of  logarithms,  and  interest  tables. 
Problems. 


High  School  Algebra. 


Books  of  Reference 


PENMANSHIP 


L— 


1.  Movement  exercises. 

2.  Capitals  O,  A,  C,  and  E,  singly  and  combined. 

3.  Minimum  small  letters — i,  u,  w,  v,  x,  o,  a,  c,  e,  r,  s. 

4.  Figures. 

5.  Capitals,  N,  M,  W,  X,  Q,  Z,  H,  and  K,  with  easy  words. 

6.  Loop  letters — 1,  h,  b,  k,  j,  g,  y,  z,  q,  and  f,  with  words. 

7.  Remaining  capitals  with  words. 

8.  Sentences  comprising  minimum  letters. 

9.  Easy  signatures. 

1.  Review  of  capitals  in  words  and  half  lines. 

2.  Review  of  figures. 

3.  Signatures — easy  combinations. 

4.  Sentences. 

5.  Body  or  paragraph  writing. 


III.— 


1.  Sentences. 

2.  Ledger  headings. 

3.  Signatures,  using  varied  style  of  capitals. 

4.  Body  writing. 

5.  Marking  alphabet. 

6.  Lettering. 
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PHYSIOGRAPHY 

The  course  in  Physiography  is  intended  to  be,  as  far  as  possible,  an  experi¬ 
mental  and  practical  one,  carried  on  in  the  science  laboratory  and  in  the  field,  by 
teachers  who  are  skilled  in  laboratory  practice. 

Under  no  conditions  should  an  attempt  be  made  to  subdivide  the  subject 
of  Physiography  into  Physical  Geography  and  Physics,  taught  by  different 
members  of  the  staff.  To  do  so  would  be  to  defeat  one  of  the  main  objects  of 
the  course. 

Details  of  the  Course: 

Physiography:  Meaning  of  the  term,  how  related  to  other  subjects. 

Practice  in  the  use  of  common  units  of  measurement  relating  to  length, 
area,  volume  and  mass,  comparison  of  metrical  and  British  units;  the  balance, 
practice  in  weighing;  the  three  states  of  matter;  the  thermometer;  Fahrenheit 
and  Centigrade  scales. 

The  earth’s  surface:  Rocks:  Examinations  of  hand  specimens  of  granite, 
sand-stone,  limestone,  shale,  gneiss,  conglomerate. 

How  rocks  are  formed. 

Classification  of  rocks. 

Experiments  to  show  the  expansion  and  contraction  of  liquids  and  solids 
by  changes  in  temperature,  the  abnormal  expansion  of  water  on  freezing,  the 
effects  of  changes  in  temperature  on  rocks. 

Air:  Experiments — Constituents  of  air,  combustion  in  air,  and  the  resulting 
changes;  rusting  of  a  metal,  such  as  iron,  in  the  air  and  how  it  affects  the  air; 
detection  of  carbon  dioxide  and  wrater  vapour  in  the  air. 

Water:  The  work  of  ground  water  and  of  running  w^ater. 

Simple  experiments  to  illustrate  the  removal  of  suspended  matter  by  fil¬ 
tration;  the  solvent  power  of  wrater;  the  removal  of  dissolved  matter  by  distilla¬ 
tion;  the  solvent  powder  of  water  containing  carbon  dioxide;  the  absorption  of 
wrater  by  some  kinds  of  rock. 

Wind-wrork  and  weathering. 

Other  disintegrating  agencies. 

The  w  ork  of  plant  and  animal  life  in  the  formation  of  soil. 

The  work  of  waves  and  of  ice  masses. 

A  detailed  study  of  the  following: — rivers,  valleys,  lakes,  glaciers,  under¬ 
ground  waters,  caverns,  springs,  mineral  veins. 

To  accompany  this — statement  and  experimental  verification  of  Pascal’s 
Law,  some  of  its  most  important  applications;  pressure  of  liquids  in  its  relation 
to  direction,  depth,  density  of  liquid,  area  pressed,  and  the  shape  of  containing 
vessel;  Archimedes’  Principle;  flotation;  determination  of  the  specific  gravity  of 
a  solid,  such  as  quartz  or  granite;  and  of  a  solid,  such  as  wood  or  ice,  and  of  the 
specific  gravity  of  a  liquid,  by  the  specific  gravity  bottle  and  by  the  hydrometer. 

Plains,  mountains  and  plateaus. 

Volcanoes  and  earthquakes. 

Simple  experiments  to  show  that  heat  is  produced  by  friction,  by  percussion, 
by  compression,  by  combustion;  simple  experiments  to  illustrate  the  expansion 
of  gases  by  changes  in  temperature;  freezing  and  boiling  points  of  water  in  rela¬ 
tion  to  pressure. 

Experiments  on  the  transmission  of  heat  by  conduction,  convection,  and 
radiation. 
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The  ocean:  Sea-water,  sea-floor,  ocean  basins,  waves,  currents,  tides.  Tem¬ 
perature  of  the  ocean,  changes  in  the  shore  line,  deep  sea  sounding,  islands,  and 
ocean  life. 

Simple  experiments  to  illustrate  centrifugal  force;  relation  of  centrifugal 
force  to  tidal  movements. 

The  earth’s  magnetism:  Simple  experiments  on  magnets;  simple  experi¬ 
ments  to  illustrate  magnetic  attraction  and  repulsion  and  the  phenomena  of 
magnetic  induction;  neutralization  of  poles;  magnetism  induced  by  the  earth; 
the  mariner’s  compass;  magnetic  and  geographical  poles  of  the  earth;  declination 
and  inclination. 

Motions  of  the  sun,  moon,  and  earth ;  eclipses  of  the  sun  and  moon;  day  and 
night;  seasons;  moon’s  phases;  latitude;  longitude;  standard  time,  solar  time, 
sidereal  time. 

Life  on  the  earth: 

1.  Conditions  of  plant  and  animal  life  as  to  soil,  climate,  moisture, 
protection,  etc. 

2.  Distribution  of  plant  and  animal  life. 


Books  of  Reference 

High  School  Physical  Geography . 

High  School  Physics . 


.39 

$1.25 


COMMERCIAL  GEOGRAPHY 

As  introductory  to  this  course  which  begins  in  the  second  year,  the  pupils 
will  take  in  the  first  year  the  topics  prescribed  in  the  course  in  physiography. 

L- — General  Principles — the  influence  of  topography,  climate,  race  peculiar¬ 
ities,  war  and  peace  on  commerce;  agencies  which  tend  to  destroy  commerce; 
interrelationship  of  commerce  and  civilization. 

2.  — The  development  of  transportation  and  storage. 

3.  — The  distribution  of  the  world’s  population  with  the  facts  that  deter¬ 
mine  the  distribution. 

4.  — The  position  of  the  great  trade  centres  with  the  facts  that  govern 
their  origin  and  growth,  trade  facilities  and  storage. 

5.  — A  study  of  articles  of  commerce  along  the  following  lines  should  be 
made: — production,  preparation  for  the  market,  shipping,  storage  and  marketing. 
The  study  should  deal  with  a  reasonable  number  of  types  from  the  following 
classes:  cereals  and  grasses,  textile  fibres,  gums  and  resins,  economic  plant 
products — tea,  sugar,  etc.;  coal,  petroleum,  metals,  animal  products,  forest 
products,  power,  manufactured  products.  School  museums  containing  illus¬ 
trative  material  should  be  gradually  built  up. 

6.  — Regional  Geography — The  chief  productive  fields  for  each  great  com¬ 
mercial  product  should  be  studied.  With  the  aid  of  reference  books  statistical 
comparisons  made,  comparative  areas  plotted,  and  quantitative  production 
represented  by  graphs. 

H  7. — Detailed  study  of  the  Commercial  Geography  of  Ontario,  Canada, 
and  the  Empire;  other  important  commercial  countries. 

8.— Ontario — Natural  subdivisions;  products  and  surplus  production, 
manufacturing  centres  with  their  industries;  transportation — railway  and 
steamboat  lines,  express  companies,  highways,  storage  and  refrigeration  facilities, 
lake  ports;  exports  and  imports. 
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9. — Canada — Natural  subdivisions;  manufacturing  centres  with  their 
industries;  interprovincial  commerce;  transportation  and  storage  facilities, 
freight  and  express  rates,  ocean  ports;  exports  and  imports;  commercial  treaties 
and  bonding  privileges;  fruit  and  grain  inspection. 

10.  — The  British  Empire — Great  Britain  and  Ireland,  Canada,  India, 
Australia,  South  Africa,  etc.;  trade  within  the  Empire.  Canada’s  trade  and 
commerce  "with  United  States,  Mexico,  Brazil,  Argentine  Republic,  Chili,  France, 
Germany,  Russia,  Italy,  Holland,  Belgium,  Austria-Hungary,  Roumania,  Scan¬ 
dinavia,  Spain  and  Portugal,  China,  Japan — these  countries  as  competitors  for 
Canadian  trade  and  competitors  writh  Canada  in  the  world’s  markets. 

Books  of  Reference 


Commercial  Geography.  Redway .  SI.  25 

Charles  Scribner’s  Sons. 

Commercial  Geography  of  the  British  Empire.  L.  W.  Lyde . 60 

Methune  &  Co. 

Commercial  Geography.  L.  W.  Lyde . 90 

Adam  and  Chas.  Black. 

Industrial  and  Commercial  Geography.  J.  Russell  Smith .  3.50 

Henry  Hall  &  Co. 

Teaching  Geography  by  Problems.  E.  E.  Smith .  2.00 

Doubleday,  Page  &  Co. 

Source  Book  for  the  Economic  Geography  of  North  America.  Colby .  4.00 

University  of  Chicago  Press. 

Commercial  Geography.  Adams .  1.20 

D.  Appleton  &  Co. 

Smaller  Commercial  Geography.  Chisholm .  1.00 

Longmans,  Green  &  Co. 

v' Commercial  Geography.  Curr .  2.40 

Macmillan  Co. 

A  Canadian  School  Geography.  G.  A.  Cornish .  1.00 

Dent,  Toronto. 

Handbook  of  Commercial  Geography.  Chisholm .  7.50 

Longmans,  Green  &  Co. 

Cambridge  Handbooks  for  Teachers.  B.  C.  Wallis. .  i  U  ^ . .  1.25 

Cambridge  University  Press. 

Industrial  and  Commercial  Geography.  Charles  Morris .  1.20 

J.  B.  Lippincott  Co. 


Bulletin  No.  10. — Vocational  Education.  Department  of  Labour,  Ottawa,  gives  comprehensive 
lists  of  available  bulletins  and  pictures  which  would  be  of  the  greatest  value  in  teaching 
Geography. 


BOOK-KEEPING  AND  ACCOUNTANCY 

Note: — For  those  who  are  taking  the  secretarial  course  only,  the  work  in  book-keeping  outlined 
in  the  First  Year  should  be  sufficient  for  their  needs,  and  should  be  taken  preferably  in 
the  second  year  of  the  course. 

I. — Business  procedure  as  shown  in  the  Ontario  High  School  Book-keeping, 
Course  I,  Revised  Edition,  1923: 

Single  and  double  entry; 

The  form  and  uses  of  General  Journal,  Cash  Journal,  Purchase  Journal, 
Sales  Journal,  Bill  Book  and  Ledger; 

Financial  Statements  showing  Losses  and  Gains,  Summary  of  Capital 
Account,  Assets  and  Liabilities,  and  the  relation  between  these  statements; 

Closing  the  books,  and  re-opening  to  continue  business; 

Changing  from  single  to  double  entry. 

The  sets  in  Course  I,  Revised  Edition,  1923,  in  which  provision  is  made  for 
working  from  the  business  papers,  are  to  receive  special  attention.  In  the 
various  sets  the  pupils  should  make  out  the  business  papers  and  file  them. 


II.  — Review  of  single  and  double  entry,  and  changing  from  one  system  to  the 
other; 

Use  of  General  Journal,  Cash  Journal,  Sales  Journal,  Purchase  Journal,  Bill 
Journal,  as  books  of  original  entry; 

Partnership  and  sharing  profits  by  different  methods; 

Banking  transactions,  deposits,  withdrawals,  discounts,  and  collections; 

Freight,  duty,  discounts,  bank  and  bad  debts  accounts; 

Division  of  merchandise  and  expense  accounts  into  various  subordinate 
accounts; 

Trading  Account,  Profit  and  Loss  Account,  and  Balance  Sheet  with  percent¬ 
age  calculations. 

In  Set  II  or  in  Set  III  of  Course  II,  Ontario  High  School  Book-keeping,  the 
necessary  business  papers  should  be  made  out  and  filed,  and  when  the  set  is 
closed,  the  papers  should  be  prepared  for  audit. 

III.  — Accounting  and  Auditing — Controlling  accounts  for  self-balancing 
ledgers; 

The  use  of  analysis  sheets  for  expense, and  for  department  purchases  and  sales; 

Single  proprietor,  partnership,  and  corporation  accounts,  and  the  book¬ 
keeping  connected  with  opening,  conducting,  and  closing  accounts  peculiar 
to  each  form  of  ownership; 

Commission  business; 

Partnership  adjustments; 

Material,  manufacturing,  trading,  and  profit  and  loss  accounts; 

Plant,  material,  labour,  and  departmental  accounts; 

Sale  of  business  to  a  corporation  and  the  accounts  incident  thereto;  capital 
stock,  stock  transfers,  dividends,  etc.,  depreciation  and  reserve,  bad 
debts,  and  insolvency; 

Financial  statements; 

Auditing  the  books,  vouchers  to  be  examined,  reports,  statements,  and 
recommendations  made; 

The  use  of  the  typewriter  for  book-keeping,  and  also  such  other  machine 
aids  in  book-keeping  as  may  be  found  in  common  use  in  the  community. 

IV.  — Cost  accounting; 

Voucher  systems; 

Practical  problems  in  accountancy,  including  the  theory  and  practice  of 
accounts;  the  analysis  of  accounts  and  of  financial  statements;  statements 
of  affairs  and  deficiency  accounts; 

Accounts  of  non-trading  concerns;  the  revenue  and  expense  accounts; 

Methods  of  reducing  labour  in  book-keeping; 

The  organization  of  a  business  office; 

The  purpose  and  method  of  the  audit,  and  the  report  upon  the  financial 
conditions  of  the  business; 

The  use  of  the  typewriter  and  office  machines  continued. 

Text  Books 

Ontario  High  School  Book-keeping,  Courses  I  and  II. 

Books  of  Reference 


Canadian  Modern  Accounting.  Sprott  and  Shortt .  $3.50 

Commercial  Text  Book  Co. 

Book-keeping  and  Accounting.  Klein .  1.75 

D.  Appleton  &  Co. 

Book-keeping  and  Accounts.  Spicer  and  Pegler .  6.00 

Carswell  Co.,  Adelaide  St.,  Toronto. 


23 


STENOGRAPHY 

I.  — 1.  The  principles  of  shorthand  as  set  forth  in  the  Isaac  Pitman  course  in 

shorthand. 

2.  Reading  simple  stories. 

3.  Writing  from  dictation. 

4.  Transcription. 

II. — Theory  of  first  year  reviewed. 

1.  Reading  one  or  more  hooks  in  shorthand  for  the  purpose  of  acquiring 
a  good  style. 

2.  Speed,  90  words  per  minute  on  a  ten-minute  test  for  students  in  the 
secretarial  course,  and  70  words  per  minute  for  students  in  the  general 
business  course  or  accountancy  course. 

3.  Transcription  on  the  typewriter  at  thirty  words  per  minute. 

III. — 1 .  Review  of  the  theory  with  emphasis  on  the  details  of  the  system. 

2.  Acquiring  new  phrases  from  text-book  appendix  and  elsewhere. 

3.  Reading  books  in  shorthand. 

4.  Writing  short  stories  from  dictation  and  reading  back. 

5.  Reporting  practice  on  selections  from  speeches,  scientific  subjects, 
legal  forms,  etc.;  speed,  110  w'ords  per  minute  for  ten  minutes  for 
students  in  the  secretarial  course,  and  90  words  per  minute  for 
students  in  the  general  business  course  or  accountancy  course. 

6.  Transcribing  at  forty  w'ords  per  minute. 

IV. — 1.  1  ncreasing  speed  to  be  able  to  report  lectures,  addresses,  etc. ;  actual 

practice  in  the  same. 

2.  Transcription  of  notes  taken  at  lectures  and  addresses. 

Throughout  the  course  care  should  be  taken  to  have  pupils  acquire  a  neat, 
well-spaced  style. 

TYPEWRITING 

The  work  in  this  subject  should  be  correlated  with  the  w'ork  in  Business 
Correspondence,  Stenography,  Office  Practice,  and  Book-keeping. 

I. — 1.  Touch  method;  mechanism  and  care  of  the  machine. 

2.  Typewriting  letters  on  letter,  memorandum,  and  note-size  paper, 
postcards. 

3.  Addressing  post  cards,  envelopes,  and  wrappers. 

4.  Folding  and  inserting;  speed,  twenty  words  a  minute. 

II.  — 1.  Typing  letters  from  student’s  own  shorthand  notes,  from  printed 

shorthand,  and  from  oral  dictation. 

.2.  Copying  processes — carbon  copy,  letter-book,  and  letter-press; 
multiplying  copies  of  circular  letters  by  neostyle  and  mimeograph. 

3.  Centering — invitations,  programmes,  menus,  title  pages,  index  pages, 
reports,  schedules. 

4.  Tabular  work — accounts,  invoices,  trial  balances,  financial  state¬ 
ments,  statistics,  business  forms,  specifications,  advertisements,  etc., 
legal  forms,  mortgages,  leases,  partnership  agreements,  power  ot 
attorney,  etc. 

5.  Copying  from  rough  drafts  with  corrections. 

6.  Paper — history,  sources,  manufacture,  varieties,  uses,  watermarks, 
proof-reading. 
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III  and  IV. — Where  typewriting  is  carried  into  the  third  or  fourth  years,  a 
minimum  of  time  should  be  given  for  the  purpose  of  maintaining  or  slightly 
increasing  the  speed  (fifty  words  per  minute).  Considerable  practice  may  be 
given  through  correlation  with  the  subjects  indicated.  The  instructor  should 
aim  to  secure  artistic  arrangement  and  appearance,  as  well  as  exactitude  in  all 
typewriter  work. 


Suggested  Practice  Books 


Elementary  Typewriting  Course.  W.  G.  Edward .  $  .25 

Ryerson  Press. 

Advanced  Typewriting  Course.  W.  G.  Edward . 75 

Ryerson  Press. 

Office  Routine  (a  Canadian  Business  Practice  for  Stenographers) . 65 

Comn  ercial  Text-Book  Co. 

Forms  and  Stationery  for  Office  Routine  (an  equipment  of  forms,  etc.,  for  practice  work) ...  .60 

Commercial  Text-Book  Co. 

A  Practical  Course  in  Touch  Typewriting.  Charles  E.  Smith .  1.25 

Commercial  Text-Book  Co. 


OFFICE  PRACTICE 

Note: — (1)  In  teaching  this  work  the  business  forms  should  be  used  whenever  possible. 

(2)  If  desired,  a  more  detailed  course  will  be  furnished  on  application  to  the  Deputy 
Minister. 

I.— 1.  Appearance,  health  and  conduct  of  the  office  employee. 

2.  Care  of  inward  and  outward  correspondence. 

3.  Filing. 

4.  Office  appliances,  acquaintance  with  and  practice  on  such  office 
appliances  as  are  in  common  use  in  the  locality — adding  machine, 
komptometer,  duplicating  machines,  book-keeping  machines,  etc. 

5.  The  telephone,  telegraph  and  postal  facilities  as  aids  to  business. 

6.  Banking  practice. 

7.  Customs— a  general  idea  of  the  steps  to  be  taken  in  passing  goods 
through  customs. 

8.  Business  reference  books  and  their  use. 

II. —  1.  Practice  in  office  machines  and  appliances  continued. 

2.  Express  and  railway  service. 

3.  Shipping  by  boat. 

4.  Commercial  agencies  for  credit  information,  etc. 

5.  Publicity  mediums. 

6.  Secretarial  practice  as  secretary  for  an  individual,  for  a  corporation* 
and  for  a  society;  organization  secretary. 


Books  of  Reference 


Theory  and  Practice  of  Commerce.  Pitman,  Part  I .  $  .80 

Part  II .  •  .80 

Export  and  Import  Trade  or  Modern  Commercial  Practice.  Hooper  and  Graham .  1.25 

Macmillan  Co. 

The  Home  Trade  or  Modern  Commercial  Practice.  Hooper  and  Graham .  1.00 

Macmillan  Co. 

Office  Routine . 65 

Commercial  Text  Book  Co. 

Bulletins  of  Office  Equipment  Companies . 


SALESMANSHIP,  MERCHANDISING  AND  ADVERTISING 


If  desired,  a  more  detailed  course  will  be  furnished  on  application  to  the 
Deputy  Minister. 

I.— 1.  The  relation  of  retail  selling  to  distribution. 

2.  The  sales  person,  as  to — requisites,  character,  appearance,  conduct, 
health,  and  education. 

3.  Knowledge  of  the  goods,  of  the  firm,  of  business  conditions,  and  of 
people  as  an  asset  in  selling. 

4.  Application  of  psychological  principles  in  selling — memory  and 
imagination,  instincts. 

5.  Steps  in  making  a  sale,  attracting  attention,  arousing  interest, 
closing  the  sale. 

6.  Uses  of  suggestion  and  substitution;  dealing  with  exchanges. 

7.  Service  to  customers,  lessening  waste  and  loss;  factors  in  determining 
selling  prices. 

II. — 1.  A  review  of  the  work  of  course  I,  with  an  application  of  the 
principles  to  wholesale  and  specialty  salesmanship. 

2.  Advertising — function,  knowledge  necessary,  general  principles  and 
methods  of  advertising;  analysis  of  form  and  content  of  current 
advertising. 

3.  Preparation  of  advertising  copy;  mechanics  of  advertising;  adver¬ 
tising  mediums. 

4.  Merchandising: — textiles — production  and  manufacturing  process, 
identification,  tests  for  adulterations;  non-textiles,  a  study  of  typical 
products;  colour  and  design  as  related  to  the  display  of  merchandise. 

5.  The  store — situation,  etc.;  interior,  appearance,  etc.;  windows, 
display,  lighting,  etc.;  stock-keeping;  getting  people  into  the  store. 

Books  of  Reference 


The  Science  and  Art  of  Selling .  $3.00 

Knox  Business  Book  Co. 

Retail  Store  Management.  Nystrom .  2.50 

La  Salle  Extension  University. 

Economics  of  Business.  Norris  A.  Brisco .  3.00 

Macmillan  Co. 

Advertising  and  Selling  Practice.  Opdycke . . .  3.00 

Shaw  Ed.  Series. 


ECONOMICS 

I. — -1. — An  understanding  of  the  terms:  economics,  wealth,  production,  con¬ 
sumption,  labour,  necessaries,  capital,  income. 

2.  — The  Development  of  Economic  Life: 

Wants,  efforts  and  satisfaction:  four  stages — direct  effort,  indirect 
effort,  combined  effort,  complex  effort. 

3.  — Value  and  Utility: 

Value — value  and  price;  the  labour  theory  of  value,  the  cost  ot 
production,  theory  of  value,  decreasing,  increasing  and  constant  cost, 
influence  of  competition  and  monopoly  on  value,  relation  of  utility  to 
value,  the  marginal  utility  theory  of  value,  the  law  of  supply  and  demand. 
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4.  — Production : 

Factors,  land,  or  gifts  of  nature,  labour,  capital  and  organization. 

5.  — The  Division  of  Labour: 

The  economy  of  specialization,  machinery  as  a  factor  in  the  sub¬ 
division  of  labour,  subdivision  on  the  basis  of  the  nature  of  the  work 
performed,  complete  and  incomplete  processes,  the  localization  of 
industries,  large  scale  production,  and  the  limit  of  specialization,  advan¬ 
tages  and  disadvantages  of  specialization. 

6.  — Efficiency  and  Organization  of  Production: 

Large  scale  production,  the  function  of  the  middleman,  the  large 
retail  store,  advantages  and  limitations  of  large  scale  business,  law  of 
diminishing  returns,  law  of  increasing  returns,  history  of  productive 
effort,  organizers  of  production,  appointed  by  consumers’  representa¬ 
tives,  by  co-operative  organizations,  by  stockholders,  by  free  enterprise, 
merits  and  defects  of  free  enterprise,  science  in  industry,  Canadian 
extractive  industries,  Canadian  co-operative  societies,  ranking  of  indus¬ 
tries  in  Canada. 

7.  — Exchange: 

Barter:  money  as  a  standard  of  value  and  medium  of  exchange- 
forms  of  money,  characteristics  desirable  in  a  currency,  the  single 
standard,  coinage,  inflation,  Gresham’s  Law;  paper  currency,  con¬ 
vertible  and  inconvertible;  credit  and  banking;  markets,  their  functions 
and  development;  Canadian  money,  how  the  war  affected  gold  in  the 
monetary  systems  of  the  world. 

8.  — Distribution : 

Rent,  its  relation  to  land  in  production;  interest,  its  relation  to 
capital  in  production;  profit,  its  relation  to  enterprise  in  production, 
the  commercial  idea  of  profit,  the  economist’s  idea  of  profit;  wages, 
time  wages,  piece  wages,  wages  in  kind,  effect  of  irregularity  of  labour 
and  other  factors  on  wages;  income. 

9.  — Conservation  of  Canada’s  Natural  Resources: 

Utilization  of  waste  materials. 

II. — 1. — A  more  extended  study  of  the  subjects  of  course  I  continued. 

Public  finance — the  three  functions  of  the  State,  agreed  and  contro¬ 
versial  objects  of  public  expenditure,  the  national  and  other  public 
budgets,  purposes  and  methods  of  taxation,  tests  of  a  good  tax  system, 
the  objects  of  taxation,  the  national  debt;  taxes  in  Canada  levied  by 
the  Dominion,  by  provinces,  by  local  units. 

Six  of  the  following  topics,  of  which  No.  8  must  be  one : — 

2. — The  State  and  Economic  Organization: 

Present  system  built  on  property  and  freedom  of  enterprise,  pro¬ 
duction  and  distribution  largely  regulated  by  competition,  regulation  of 
freedom  of  enterprise  by  the  State;  the  assumptions  of  our  present 
system — rational  self-interest,  competition  leads  to  survival  of  the 
fittest,  wealth  will  be  associated  with  social  service,  market  value  is  a 
satisfactory  indicator  for  production  to  follow. 
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3.  — Monopoly  and  Combinations. 

4.  — Trade  Unions. 

5.  — Free  Trade  and  Protective  Tariffs. 

6.  — Protective,  social  and  labour  legislation,  laws  restricting  free  compe¬ 

tition  to  secure  health  and  convenience  for  citizens;  tenement  house 
laws  in  cities;  laws  against  adulteration  of  products  and  providing  for 
inspection;  free  compulsory  education,  etc.;  usury  laws;  child  labour 
legislation;  workers’  health  and  safety;  laws  limiting  freedom  of 
contract. 

7.  — Socialism. 

8.  — Population  and  Immigration  as  it  concerns  Canada. 

9.  — Single  Tax. 

10. — Public  Ownership: 

Essays  on  themes  from  Economics — visits  to  typical  Canadian 
industries. 


Books  of  Reference 

*  An  Introduction  to  Economics  for  Canadian  Readers.  MacGibbon 
The  Macmillan  Co. 

Economics  for  the  General  Reader.  Henry  Clay . 

Macmillan  &  Co. 

Common  Sense  Economics.  Le  Mesurier . 

John  Murray. 

Talks  with  Workers.  Sir  Isaac  Pitman  &  Sons . 

Elementary  Economics.  Chapman . 

Longmans,  Green  &  Co. 

*This  text  answers  fairly  well  as  a  class  text. 

BANKING  AND  EXCHANGE 


$1.00 

1.25 
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.50 

•.80 


1.  A  brief  history  of  the  development  of  banking. 

2.  Nature  and  functions  of  money. 

3.  Note  issue  and  currency  regulations. 

4.  Credit,  credit  instruments  and  their  use. 

5.  Banks,  their  organization  and  functions. 

6.  The  clearing  house. 

7.  A  brief  history  of  banking  in  Canada;  the  Canadian  banking  system 
compared  with  those  of  United  States,  England,  Scotland,  France,  and 
Germany. 

8.  The  Bank  Act  of  Canada. 

9.  The  money  market,  inland  and  foreign  exchanges,  terms,  documents, 
rate  of  exchange. 

10.  The  stock  exchange,  its  machinery,  terms  and  usages;  brokers. 


Books  of  Reference 

Money  and  Banking.  Scott . 

Henry  Holt  &  Co. 

The  Elements  of  Banking.  McLeod . 

Longmans,  Green  &  Co. 

Economics  for  the  General  Reader  (Chapters  IX,  X  and  XI.  Clay . 
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COMMERCE  AND  TRANSPORTATION 

General  Note: — Wherever  possible,  the  transportation  systerrs  of  Canada,  and  particularly 
those  of  Ontario,  should  be  used  by  way  of  reference  and  illustration. 

1.  — Conditions  which  give  rise  to  the  exchange  of  products: 

1.  Geographic — Racial  character,  diversity  of  products,  character  of  the 

government,  distance,  language  and  customs. 

2.  Economic — Presence  and  distribution  of  power,  form  of  manu¬ 

facture — primitive,  simple,  complex. 

2.  — Transportation,  the  equalizer  of  supply  and  demand: 

The  location  of  the  main  lines  of  transportation  is  determined  by: 
centres  of  human  activity,  distance,  relief,  cost  of  construction,  equip¬ 
ment  and  maintenance,  necessity  of  transhipment,  natural  resources. 
These  facts  should  be  shown  by  reference  to  modern  systems. 

3.  — The  development  of  methods  of  transportation  from  earliest  times: 

Modern  tendency  toward  four  results:  greater  specialization; 
greater  power,  speed,  endurance,  and  load-carrying  capacity;  greater 
danger,  greater  demand  for  high  mental  ability  on  the  part  of  employees. 

4.  — A  brief  general  outline  of  the  history  of  transportation  in: 

England,  Germany,  France,  United  States  and  Canada.  (The 
stress  should  be  laid  on  Canada  and  United  States.)  Method  of  organi¬ 
zation,  development  of  waterways,  period  of  railway  construction,  period 
of  consolidation,  comparison  of  one  system  with  another. 

5.  — The  business  of  transportation: 

The  effect  of  the  application  of  steam  to  land  and  water  transpor¬ 
tation;  the  effect  of  the  introduction  of  Bessemer  steel;  influence  on 
labour,  manufacturing,  growth  and  maintenance  of  industrial  centres; 
influence  on  remote  and  sparsely  settled  districts. 

6.  — International  transportation : 

Obstacles — duties,  natural  boundaries,  prejudice,  gauge,  passenger 
and  freight  rates,  passports,  etc.,  methods  of  overcoming  these  obstacles; 
results. 

7.  — A  brief  history  of  the  development  of  communication. 

8.  — The  influence  of  rapid  transportation  and  communication  on  commerce: 

Large  stocks  not  so  necessary,  production  nearer  to  consumption, 
payment  more  easily  arranged,  keener  competition  for  markets. 

9. — Present  day  transportation  developments: 

Ocean  traffic  improvement,  electrification  of  railroads,  radials,  motor 
traffic,  modern  highways,  terminals,  storage  and  warehouses,  standard 
containers,  specially  equipped  cars  and  ships,  cars  loaded  on  siding  or 
in  factory. 

10. — Transportation  problems: 

Minimum  and  maximum  tariffs,  discrimination,  private  and  public 
ownership,  railway  commissions,  power,  rates  for  long  and  short  haul, 
long  haul  without  back-fill,  routing  of  goods  for  home  and  export  trade. 
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11.  — Transportation  systems  and  national  defence. 

12.  — Modern  methods  of  transportation  in  Africa,  Asia,  and  South  America. 

Books  of  Reference 


Business  Geography.  Huntingdon  and  Williams .  $2.75 

John  Wiley  &  Sons,  New  York. 

Railroad  Transportation.  Hadley .  1.50 

G.  P.  Putnam’s  Sons. 

Transportation  in  Europe.  McPherson .  1.50 

Henry  Holt  &  Co. 

Canada  and  Its  Provinces  (Volume  10,  Section  V) . 

Glasgow,  Brook  &  Co. 

History  of  Canadian  Pacific  Railway.  Innis .  3.75 

King  &  Sons,  London,  England. 

American  Railroad  Transportation.  Emory  R.  Johnson .  3.50 

D.  Appleton  &  Co.,  New  York. 

Ocean  and  Inland  Water  Transportation.  E.  R.  Johnson .  1.50 

D.  Appleton  &  Co.,  New  York. 


The  Annual  Report  of  the  Department  of  Railways  and  Canals. . 

SCIENCE 

As  introductory  to  this  course,  which  begins  in  the  second  year,  the  pupils 
will  take  in  the  first  year  the  work  prescribed  in  physiography. 

I. 

Plants:  (September.  October,  November). 

1.  The  plant  body.  Roots,  stems,  leaves,  and  flowers,  pollination,  fruits, 
storage  of  food.  In  this  work  technical  names  and  great  detail  should  be  avoided. 
Reference  should  be  made  to  the  commercial  value  of  the  roots  of  such  plants  as 
the  ginger,  rhubarb,  chicory,  etc.;  the  leaves  of  the  tea  plant,  tobacco,  etc.; 
fruits  as  wheat,  rice,  cocoa,  etc. 

2.  Green  plants,  the  makers  of  foods  and  fibres.  A  general  discussion  of  the 
importance  of  green  plants,  the  influence  of  environment,  soil  exhaustion,  main¬ 
tenance  of  fertility,  nitrifying  and  nitrogen  fixing,  bacteria,  crop  rotation. 

3.  An  elementary  treatment  of  plants  without  chlorophyl  and  their  relation 
to  man. 

4.  The  plant  covering  of  the  earth.  A  general  discussion  of  the  abundance, 
variety,  struggle  for  existence,  and  value  of  wild  plants. 

Physics  : 

1.  Review  metric  units  of  length,  volume,  weight. 

2.  Heat:  its  production  and  application  to  the  needs  of  man,  molecular 
theory,  general  effect  of  heat  on  solids,  liquids,  and  gases;  measure  of  heat  and 
temperature,  transference  of  heat;  fuels,  flames,  cooking  devices,  how'  houses 
and  public  buildings  are  heated. 

3.  Air:  composition,  compressibility,  applications,  buoyancy,  air  conditions, 
weather,  pressure,  how  measured,  variations  and  their  importance,  isobars; 
humidity,  evaporation  and  condensation,  moist  and  dry  air,  saturation 
and  the  dew'  point,  humidity  and  health;  precipitation,  forms  of  precipitation, 
rainfall  in  Canada;  air  movements,  local  and  general;  temperature,  variations 
and  their  causes,  isotherms. 

4.  Water  and  its  uses:  Review  pressure  of  liquids,  buoyancy,  and  flotation. 
The  pump,  the  press,  and  the  syphon,  capillary  action,  change  of  state,  freezing 
point,  boiling  point,  distillation,  refrigeration,  climatic  influences  ol  bodies  of 
water;  the  application  of  these  principles  in  industry  and  commerce;  w'ater 
supply  and  sevrage  disposal,  importance  of  pure  w'ater,  impurities  in  w'ater, 
methods  of  securing  pure  water  in  urban  and  rural  districts. 


II. 

Animals: 

1.  (a)  Relations  existing  between  plants  and  animals;  plants  provide  food 
and  shelter  for  animals,  animals  aid  in  nourishing  plants  and  in  pollination;  uses 
of  animals  to  man;  animals  in  relation  to  their  environment — light,  water,  heat, 
etc.;  what  animals  take  out  of  their  environment;  dependence  of  animals  upon 
factors  of  environment. 

(b)  Economic  importance  of  animals:  directly  and  indirectly  as  food; 
destroyers  of  harmful  animals  and  plants;  sources  of  clothing;  contributors  to 
the  industries — silk,  wool,  hides,  hair,  bones,  and  horns,  rennet,  fats,  etc. 

Physics: 

Light  and  its  uses:  Sources  of  light,  light  travels  in  straight  lines,  the  rela¬ 
tion  of  light  and  colour,  evolution  in  house  and  street  lighting,  sunlight  and 
health,  lenses,  photography,  the  eye.  Work  and  energy:  Natural  forces — 
gravity,  cohesion,  adhesion,  friction;  units  for  measuring  work,  simple  problems; 
mechanical  aids,  levers,  planes,  etc.,  machinery,  wind  and  water  motors,  steam 
engines,  gas  engines.  Electricity:  Magnetism,  electricity,  lighting  systems, 
electro-magnets,  electric  bells,  telephones,  telegraph  instruments. 

Chemistry: 

Experiments  to  illustrate  solutions,  compounds,  mixtures,  precipitation, 
evaporation,  distillation.  The  relation  of  chemistry  to  industry;  the  simple 
characteristics  of  acid,  base,  salt.  Oxygen — preparation,  characteristics,  occur¬ 
rence,  oxidation,  commercial  preparation  and  uses;  example:  hydrogen  per¬ 
oxide,  oxv-acetylene.  Hydrogen — preparation,  characteristics,  commercial  uses. 
Nitrogen — chemical  conduct,  importance  to  plant  life,  fixation;  ammonia,  labor¬ 
atory  and  industrial  preparation,  commercial  uses;  carbon. 

Note: — In  schools  where  the  fourth  year  work  has  not  been  organized,  number  3 — Commercial 
Products — of  course  III.  may  be  taken  instead  of  1  and  2  of  course  II.,  in  which 
case  3,  4,  and  5  of  course  II.  should  be  taken  first. 

III. 

1.  Review  the  chemistry  of  the  third  year. 

2.  Chlorine,  sulphur,  sodium,  calcium,  and  silicon;  their  preparation  and 
occurrence,  chemical  conduct  and  chief  commercial  compounds. 

3.  Commercial  products:  Textiles — wool,  cotton,  silk,  flax,  hemp  fibres; 
varieties  and  sources,  illustrated  by  samples  and  lantern  slides.  Flame  test  for 
wool,  microscopic  features  and  effect  of  alkali  on  fibres.  Percentage  of  wool  in 
union  fibres,  commercial  grading  of  wools,  wool  production  and  markets,  factory 
treatment,  woollens,  worsteds,  shoddy,  mungo,  etc.  Commercial  varieties  of 
wool,  cotton,  silk,  flax  and  hemp  fabrics. 

Starch  and  Starch  Products — Separation  from  potatoes  and  corn,  micro¬ 
scopic  appearance  of  different  types  of  starch,  iodine  test,  testing  fruits,  vege¬ 
tables,  etc.,  for  starch  content,  starchy  foods — rice,  tapioca,  sago,  wheat  flour; 
chemical  formula,  conversion  of  starch  into  simple  sugar,  starch  and  glucose 
industries.  > 

The  following  products  and  industries  to  be  dealt  with  as  suggested  in  the 
outline  for  textiles  and  starch  and  starch  products.  Where  possible,  visits  should 
be  made  to  local  industries  and  processes  studied.  Milk  and  the  dairy  industries; 
dyes,  mordants,  and  dyeing;  beverages — tea,  coffee,  cocoa,  chocolate;  petroleum; 
soap,  glycerine;  paints,  varnishes;  leather  and  leather  industries;  paper  and 


paper  industries;  cement.  Iron,  carbon,  aluminum,  zinc,  copper,  nickel,  silver, 
gold;  occurrence,  characteristics,  commercial  production. 

Books  of  Reference 


Ontario  High  School  Beginner's  Botany . 65 

Ontario  High  School  Beginner’s  Zoology . 75 

Ontario  High  School  Physics  (Revised  Edition) .  Si.  25 

Ontario  High  School  Chemistry . 50 

Chemistry  and  Its  Uses.  McPherson  and  Henderson .  1.25* 

Ginn  &  Co. 

,  Practical  Physics.  Milliken  and  Gale .  1.75 

Ginn  &  Co. 

General  Science.  Caldwell  and  Eikenberrv .  1.50 

Ginn  &  Co. 

General  Science.  Bowden .  2.25 

P.  BUkiston,  Son  &  Co. 

A  Civic  Biology.  Hunter .  1.25 

American  Book  Co. 


I. 


BUSINESS  LAW 


Note: 


Where  found  desirable  the  work  prescribed  for  the  second  year  may  be  deferred. 


Contracts,  negotiable  paper,  Statute  of  Limitations,  Statute  of  Frauds, 
payments,  partnership. 


II. 

Review  of  the  work  of  course  II. 

Guaranty  and  surety,  collection  of  accounts,  buyer  and  seller,  shipper  and 
carrier,  principal  and  agent,  landlord  and  tenant,  master  and  servant,  deeds, 
leases  and  insurance,  Joint  Stock  Companies  Act. 

III. 

Review  previous  work. 

The  Bills  of  Exchange  Act,  The  Dominion  Companies  Act,  The  Ontario 
Companies  Act,  Bankruptcy  Act. 

Reference: — Digest  of  Canadian  Mercantile  Law.  Anger  (W.  H.  Anger,  Toronto.  $2.00). 


MODERN  LANGUAGES 


I. 

The  work  in  French  should  be  at  first  for  the  training  of  the  ear  and  the 
tongue.  The  emphasis  should  be  placed  on  oral  work,  care  being  taken  to  secure 
accurate  pronunciation.  The  oral  course  should  be  graded  so  that  the  pupils 
may  be  constantly  increasing  their  knowledge  of  names  of  common  objects, 
states,  and  actions.  The  pupils  should  read  anecdotes,  short  stories  and  easy 
descriptions,  and  study  the  geography  of  France.  Oral  drill  should  be  given  and 
the  teaching  of  the  grammar  should  be  incidental.  Occasional  exercises  in 
dictation  should  be  given  to  assist  in  word  recognition.  French  should  be  used 
as  far  as  possible  throughout  the  course  as  the  medium  of  conversation. 

If  one  of  the  other  modern  languages  be  selected  instead  of  the  French 
it  should  be  taken  in  the  same  way. 


II. 

First  year  course  continued  and  extended  to  include  a  study  of  French 
agriculture. 
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More  definite  attention  should  be  paid  to  the  grammar  with  exercises  for 
illustration  and  practice.  Introductory  work  in  authors  and  business  corres¬ 
pondence  should  be  taken.  Pupils  should  memorize  and  recite  suitable  selec¬ 
tions,  and  practice  in  conversation  should  be  given. 

III. 

Second  year  course  continued. 

Grammar  with  exercises  should  be  taken.  French  commerce  and  industries 
should  be  studied.  Business  correspondence,  including  terminology  for  letters 
and  articles  of  commerce  studied,  also  the  reading  of  suitable  authors  and  French 
newspapers.  Conversation  should  be  maintained. 

IV. 

Third  year  course  continued. 

Fluent  expression  and  the  phraseology  of  courteous  business  correspondence 
should  be  aimed  at.  Instruction  with  regard  to  French  usages,  duties,  exchanges, 
markets,  banks,  transportation  and  documents,  colonies,  imports  and  exports, 
should  be  given. 


HOME  ECONOMICS 
Clothing 

In  teaching  this  subject  the  emphasis  should  be  placed  on  the  choice,  care, 
and  cost  of  clothes,  rather  than  on  garment  construction.  Practical  work  should 
include  problems  based  on  the  needs  of  the  business  girl. 

1. 

1.  Introductory  discussion  of  the  wardrobe  from  the  point  of  view  of: 
amount  to  be  spent,  selection  of  appropriate  clothes  for  various  occasions,  pos¬ 
sibilities  of  combinations  throughout  the  wardrobe,  selection  of  underwear. 

2.  Choice  of  clothing,  design  as  applied  to  underwear,  silhouette,  line, 
material,  decoration;  textiles,  study  of  cotton  materials  used  in  underwear, 
study  of  silk  materials  used  in  underwear  and  hosiery,  study  of  lace  used  as 
trimming;  selection  of  underwear  governed  by  durability  and  suitability. 

3.  Cost,  intelligent  shopping,  planning  for  definite  needs,  ready-made  versus 
home-made;  comparison  as  to  cost  and  durability;  sales,  clearance,  mid-season; 
keeping  record  of  cost  preparatory  to  making  a  clothing  budget. 

4.  Care,  laundering:  cotton,  silk,  commercial  laundering  versus  home 
laundering;  removal  of  stains;  soaps  and  tinting  for  home  use. 

5.  Practical  work,  making  the  following  garments:  camisole,  slip,  bloomers; 
mending:  patching,  darning,  sewing  on  snaps  and  buttons. 

IF 

1.  Introductory  discussion  on  outer  garments  from  the  point  of  view  of: 
amount  to  be  spent,  selection  of  appropriate  clothes  for  definite  occasions. 

2.  Choice  of  clothing,  design  as  applied  to  outer  clothing:  silhouette,  sport 
wear,  business  wear,  formal  wear;  colour  combination,  harmony,  contrast;  choice 
and  combination  of  material,  suitability  of  material  to  the  type  of  dress;  textiles, 
study  of  silk  and  wool,  of  weaves,  familiarity  with  new  materials;  selection  of 
outer  garments,  type  of  figure,  colour  scheme,  prevailing  style — avoid  fads  of  the 
hour;  workmanship,  durability,  suitability  for  the  type  of  dress,  sleeves,  furs. 
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3.  Cost,  intelligent  shopping,  planning  for  definite  needs,  leady-made  versus 
custom-made,  comparison  of  cost  and  durability;  sales — clearance,  mid-season; 
study  of  costs  of  various  articles;  making  a  clothing  budget  in  accordance  with 
income  received. 

4.  Care,  cleaning,  dry  cleaning,  sponging  and  pressing,  removal  of  spots  and 
stains,  dyeing  and  tinting,  daily  care,  suits  and  dresses,  sleeves,  stockings,  hats; 
storing,  winter  clothes,  summer  clothes. 

5.  Practical  work,  the  making  of  a  woollen  skirt;  collar  and  cuff  sets. 

Millinery 

III. 

1.  Introductory  discussion  on  millinery  from  the  point  of  view  of:  amount 
to  be  spent;  suitability,  occasion,  reason,  type  of  dress. 

2.  Choice  of  hats,  design,  types,  materials,  trimmings;  textiles,  study  of 
foundation,  materials,  coverings,  trimmings;  selection  governed  by  durability, 
suitability,  season. 

3.  Cost,  intelligent  shopping,  French  hats,  copies,  domestic,  ready- trimmed 
versus  home-trimmed,  comparison  as  to  cost;  sales,  mid-season,  apportioning 
budget  allowance  on  the  purchase  of  hats. 

4.  Care,  steaming,  dry  cleaning,  daily  brushing,  storing. 

5.  Practical  work,  hat  made  on  a  simple  commercial  frame  with  self-trim¬ 
mings,  renovations,  making  of  choux,  cabochons,  and  hand-made  flowers. 

Food  and  Health 

I. 

In  teaching  this  subject  the  emphasis  should  be  placed  upon  the  choice  of 
food  and  instruction  in  food  values,  rather  than  the  preparation  and  cooking  of 
foods.  Practical  work  should  consist  in  the  preparation  of  dishes  included  in 
simple  meals. 

1.  Choice  of  food;  physiology;  digestive  system,  nervous  system,  circula¬ 
tory  system,  expiratory  system,  excretory  system;  study  of  foods,  classification 
of  foods,  use  and  digestion  of  food  in  the  body. 

2.  Cost,  marketing,  discussion  of  the  cost  of  meals  prepared  during  the 
practical  work,  comparison  of  home-cooked  meals  with  cafeteria  and  restaurant 
meals. 

3.  Practical  work,  preparation  of  dishes  suitable  for  breakfast,  luncheon  and 
dinner,  stressing  good  combinations  and  the  cost  of  each  dish. 

II. 

1.  Choice  of  food,  calorie  requirements — general,  individual;  height,  weight, 
daily  time-table,  chart;  kind  and  amount  of  food  required  for  a  growing  girl; 
planning  of  meals. 

2.  Personal  hygiene,  care  of  body,  hair,  teeth,  nails,  bathing,  clothing,  food, 
air,  sunshine,  exercise;  recreation,  forms,  games,  entertainment,  hospitality, 
relation  of  the  individual  to  the  community. 

3.  Cost,  discussion  of  the  price  of  100  calorie  portions  of  cooked  and  uncooked 
food,  preparation  of  food  budget. 

4.  Practical  work,  preparation  of  dishes  suitable  for  breakfast,  luncheon  and 
dinner,  stressing  the  food  value  of  each  dish. 


III. 


1.  Choice  of  food,  food  plans  and  dietaries  for:  active  girl,  sedentary  girl, 
fat  girl,  thin  girl,  constipation,  anaemia. 

2.  Shelter,  choice  of  room,  care  of  room,  sanitation  of  room,  rent. 

3.  Cost,  making  of  a  personal  budget,  rent,  food,  clothing,  operating  and 
recreation  expenses. 

4.  Practical  work,  preparation  of  personal  diets. 

Books  of  Reference 

Clothing:  Choice,  Care,  Cost.  Mary  Schenck  Woolman .  $2.15 

J.  B.  Lippincott  Co. 

Clothing  for  the  Family.  Bulletin  No.  23 . _ . 15 

Federal  Board  for  Vocational  Education,  Washington,  D.C. 

Clothing  for  Women.  Laura  Baldt .  2.75 

J.  B.  Lippincott  Co. 

Essentials  of  Anatomy  and  Physiology.  Pope .  2  .90 

Feeding  the  Family.  Mary  Swartz  Rose .  2.85 

Macmillan  Co. 

Outline  of  Home  Making . . . 25 

Merrill  Palmer  School,  Detroit. 


ART  COURSE 


1. 

Mediums — Charcoal,  pencil,  brush  and  ink,  water  colours,  broad  lettering  pen. 

Representation — Plant  forms,  trees,  etc.;  the  figure,  manufactured  objects, 
containers,  cartons,  etc. 

Colour — Study  of  colour  combinations  that  show  harmony  and  contrast. 

Design — Study  of  the  fundamental  principles  of  design,  balance,  rhythm  and 
harmony,  including  proportion,  variety,  unity,  subordination,  radiation, 
etc. 

The  application  of  these  to  such  considerations  as  arrangement  of 
furniture  in  a  room,  articles  on  a  desk,  appropriate  business  dress,  etc.,  as 
well  as  to  the  problems  mentioned  below. 

Lettering — Single  stroke  Gothic  capitals  and  lower  case  letters.  Practice  in  the 
strokes  of  which  single  stroke  letters  are  composed. 

Illustrative  Material — The  making  of  collections  of  clippings  showing  decorative 
lettering,  or  lettering  combined  with  single  units,  borders,  or  simple  illus¬ 
trations  of  any  kind.  The  study  of  the  good  points  in  these  and  the  re¬ 
arrangement  of  the  elements  in  those  showing  poor  composition. 

Problems — Display  cards,  posters,  advertisements,  etc. 

Aim — The  aim  in  course  I  should  be: 

(1)  To  give  the  student  facility  in  sketching  such  natural  and  other  objects 
as  are  likely  to  be  of  use  in  commercial  problems. 

(2)  To  provide  him  with  reference  material  that  will  be  valuable  in  the 
succeeding  years  of  the  course. 

(3)  'To  familiarize  him  with  good  specimens  of  commercial  art  work,  and 
put  him  in  a  position  to  criticize  inferior  examples. 


II. 

Mediums — Charcoal  or  oil  crayon,  pencil,  ink,  water  colours,  including  Chinese 
white,  lettering  pens. 

Representation — Plant  study  continued;  the  figure  (including  a  study  of  ana¬ 
tomy)  ;  manufactured  objects. 
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Colour — Possibilities  of  colour,  effect  of  one  colour  upon  another  in  juxtaposition 
or  superimposed,  etc.,  colour  balance,  colour  harmonies,  the  making  of 
colour  schemes,  a  study  of  the  Munsell  system. 

Design — Continuation  of  the  study  of  the  principles  of  design  and  their  appli¬ 
cation  to  everyday  problems  as  well  as  to  the  particular  art  problems  worked 
out  during  the  term. 

Lettering — Commercial  Gothic  continued;  study  of  the  structure  of  modern 
Roman  upper  and  lower  case  alphabets  and  practice  in  lettering  these. 

Illustrative  Material — As  before.  The  study  of  clippings  of  newspaper  and 
magazine  advertisements,  noting  the  difference  between  the  problems  where 
the  reading  matter  is  to  be  set  up  in  type  and  printed,  and  one  where  it  is  to 
be  lettered  as  a  part  of  the  whole  design. 

Problems — The  planning  of  newspaper  and  magazine  advertisements  by  making 
numerous,  quick  compositions,  massing  in  roughly  and  flatly  the  general 
shape,  and  after  criticism,  choosing  the  best  for  working  up  to  a  finish. 

The  study  of  two  or  more  of  the  processes  of  reproduction  through 
examples  of  these,  and  the  making  of  posters,  counter  layouts,  etc.,  with  the 
particular  process  in  view. 

The  aim  in  course  II  should  be  similar  to  course  I,  with  an  added 
effort  to  get  the  student  to  realize  the  three  viewpoints  to  be  considered,  that  of 
the  advertiser,  the  public,  and  the  designei. 
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